LRES A-16-001

EEREH]L
VACANCY ANNOUNCEMENT PEBSEIVE | 27 Jan 2016
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
JESEMGT, KB ERE A — A — VRMOFER L BHEV TS, SRR Open Until Filled
http: / /www.cnic.navy.mil/regions/cnri/om/human_resources/MLC IHA HPT Jobs/JN Forms.html Closing Date

#17H
Date of Issue 06 Jan 2016
1. BRTE4 Job title (&#k Grade 1-5/ EEH %K LD 3) SEAE | 4. BEEEEBH Area of Consideration
o NO;tof t X | MLCNHAREEE (BEM)
- - ecruitmen ithi i
Serv'ce Contract Rep resentatlve, #490 Current MLC/IHA Employee within Activity
P — B AR AR X B MLC/IHA 5 ¥ 8 (B 2B M)
1 4 Current MLC/IHA Employee in commuting distance
EVWERTOERADEREL Of N X & Yes P o
Acceptance at Lower Grade {ELRIE#R Lower Grade: 1-4 g;ﬁpﬂhg}mfﬁ%;fﬁiﬁi)
X £=#H% O #aexk O Rz - EBE&R O =&%
Administrative  Trade & Service Security & Fire Medical X &8 Off Base Applicant

2. BBB% Activity

_ ) . 5. B DY Type of Employment
Naval Facilities Engineering Command Far East X MLC

PWD Atsugi, Facilities Engineering and Acquisition Branch,

AN . IHA
FSC Management and Facilities Service Branch (PRA23) -
EVBIBAR Working Place: #EiE A i Ayase, Atsugi Base L] esRetisl HPT
3. B #EHERI Work Schedule (B 40 BEREH hriwk ) 53 % B Permanent
£77 8 Work Day: Mon — Fri [ 1B Limited Term (NTE: )

) FEEFRS Work Hours: 0745-1630 Recess: 1145-1230

O] &%) Night Shift X 5% Overtime  [X] 43k Business Travel

6. ERFEAZA Duties
See page 3. (3 H&M)

7. BEH.BHEH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ C DS LB R BB

- Ability to speak, read and write English at fluent proficiency level (LD-3).

- Skill in operating Microsoft Office Suite (Word and Excel).

BWT 1-5:

- One year of specialized work experience at 1-4 level in the related work, OR bachelor degree in the related field.

BWT 1-4:

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in any field.

Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of Residence Card
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain
approval for employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be
considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

#EE 5 English Language Proficiency : [ 275 L None [J#D#k Basic []&#k Intermediate [X]_E#k Advanced [1#EX D &ES Exceptional

% FF Educational Background : See block #7 | $&#%3E#8 T & License/Certificate Required : See Block #7

8. IR 9% £ D Application and Associated Documents
(See next page. REBHR)



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

*X] ZeRE IS A#R Application for Vacancy Announcement (HROY Form 1)
*X] BRI EE Resume of Specialized Work Experience (HROY Form)
*DEBAlL Complete * in [] BAEE T Japanese [X] J#EET English [] &% 5 T3 Either

HR ORRALS T 25 61%, BEFCLTUTOFEEZTLALTIIV, EREHRES, K4, £FEA R, EFFS, &
AT SRR ISEET D IRHE S LA . WOSRIE (A, MBI, BTER . LV EBNAESCTRER R L)
To be considered for selection, resume must include at least the following information: Announcement number, full name, phone number, address,
SOFA status, education backgrounds, work experience (periods of employment, company name, description of major work, weekly hours of
work) Any special skills and licenses related to the duties of the position to be filled.

X & GEFEE - BRIAE - BTHRAED I FP—7 WEHIZEKY H S1HA) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZEIBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 2 AYIF T L, BEEOBEES - KR ZEVREAHME (12cm x 23.5cm) EZFERBHA>

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) <For selection Notice >

X BFREEUNDEX, EEH— K, /SRR — b+, &EEE D E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REBENEBXREETHHELTLDIAK. [HKICEI 2HMRE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

R L& 4 for Job Inquiries & i % Office to Submit E B For Official Use
Current USFJ Employee BREEXBM&H5E : | Current USFJ Employee X B IR 5 -
£ BXBEEAREMAEEY CNRIHRO T252-1101 )R #E#™
DSN 264-3624 / 3427 / 3425 TR XKBEEAREH ASEE HRO BOX12
B046-763- 3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101
CNRJ HRO Box 12 PDNO:
Off Base Applicant M BRI E B &E 5 : Off Base Applicant #M &R ISEE IR - FEC-PRA23-004
FH NS ERXE EER EEE & T252-0011 #1311 EEMEH AR A 1-46-1
Zama Branch of Labor Management FIHEEEE EHX EER EHE_R
Organization, Management Section 2 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101
B046-251-0667 Zama Branch of Labor Management Organization
Management Section 2

sk JBIEE K OVRAF Y A 2P = £ I BRAERTSAE O Z &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

KSR CTHEDEAER Z M2 L TW R WISEFILRE ORISR L 720 £ A, Ineligible applicants will not be referred for
consideration.

PR SN ESEIZ B L LEH A, Submitted applications will not be returned.

*PIELNRBHC) HLRIL, BB/ L0 £3, W, BEREICLY FRREEMU B AT E b2 LD £,
After 1% Cut Off Date, collection of applications will be cut off weekly. Announcement may close before closing date above due to decision of
selection.

RISHEEHOENXIILLTO URL LW # v o — FT&x£9, Forms for application are available for download on our web site
http:/ /www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

PRIVACY ACT STATEMENT BEIARERRFEICDLNT

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).

EE KETTEERS 10450,9397 ; R BAE - EANFERORECET 5:EF (Fr1 5EXZEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEWM: ABDEm. B2, HEORELEBRFEOXRBEOXTEZEMNE LT, BARRELRT 54,

ERD : AEERIEEFEK. 1 LLFERITHEIZRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: FEMOERITLEL, R CEREGEANEREHEET 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1FHREAIR: EAFEROBREIERTTD. BRINFERERELLGN S-HE. TOROFHRZOWHIT, En. HAHULIIFET

LRDBENHYET,
Format revised. 2014-06-11



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BFEAZ Duties

Performs inspection work for various facility maintenance, repair and service type work performed by the contractors such as ground
maintenance, facility renovation, minor construction, repair, facility cleaning and others. Majority of contract work are considered
facility service contracts. May be assigned construction type contracts with higher technical complexity (up to 20% of position's work).
Specific duties includes: Serves as interpreter/translator between Facility Engineering and Acquisition Division (FEAD)
director/Facilities Support Contracts (FSC) staff and contractor personnel.

Develops the Quality Assurance (QA) plan for the contracts which include determining when vital QA checks and inspections will be
conducted in order to ensure strict contract compliance.

Performs and maintains records of daily inspections to ensure that contractors are adhering to the requirements of the plans and
specifications, and that the contractor's quality control plan has been implemented and is operating satisfactorily.

Prepares daily and periodic reports, correspondence, and other required documentation in accordance with accepted contracting
procedures and Federal Acquisition Regulations.

Performs inspections on simplified acquisition procedure contracts when required. These small purchase contracts may be for
construction, repair, renovation, maintenance, or replacement of equipment and facilities on base. Inspection requires a general
working knowledge of accepted construction or service procedures, if a question or problem arises that is beyond this inspector's
knowledge, the question should be referred to appropriate personnel.

Assesses contractor difficulties and makes recommendations to the FSC Manager (FSCM) as to the best course of action for
remedying the situation. Assists FSCM and contracting officer in negotiating contract modification.

Coordinates and participates in pre-award site visits, and pre-performance conferences after award but prior to the contractor
beginning work. Uses these forums to educate contractors on administrative procedures and base regulations. Coordinates contractor
work with Public Work's Utilities and Maintenance divisions when necessary.

Service as Contracting Officer’s Representative (COR) functioning as the technical representative of the Contracting Officer in the
administration of contracts/task/delivery orders. Responsible for bringing to the attention of the Contracting Officer and the Requiring
Activity for whom the work is being performed, any significant deficiency with respect to contractor performance or other action that
might jeopardize performance.

Reviews, verifies and certifies contractor invoices to ensure that payment is made only for satisfactorily performed work. Ensure that
such payment recommendations are supported by appropriate inspections and other documentation as appropriate. Where there is any
question regarding the payment, you shall obtain guidance from the Contracting Officer.

Reviews plans and specifications prior to advertising to check for errors and omissions. Assists in pre-award surveys.

Performs other duties as assigned by the FSCM and FEAD.



